[image: Text

Description automatically generated with medium confidence]








Academic Skills
Assessment 1






Module: Academic Skills
Module Code: LCBB4006
Student Name: Marieta Marinova
Student ID: 2217644
Lecturer: Lizeta Demetriou




Time Management
For Students























Contents                                                                                                                           Page Number      

Title Page……………………………………………………………………………………………..2
Contents……………………………………………………………………………………………....3                          
Introduction of time management and students………………………………………...……………4
Priorities and Planning……………………………………………………………………………….5
Manage distraction, procrastination and time-wasting………………………………………………6
Conclusion…………………………………………………………………………………………...7
References…………………………………………………………………………………………...8






















INTRODUCTION

Time is priceless because it cannot be controlled, but we can manage it. What are the advantages of good organisation and time management for students, and how to use time effectively? Time management is organising time to optimise our productivity by coordinating tasks by priority and importance. That is important in daily life, work and studying. Time management is essential for students because poor scheduling can lead to failing studies, causing stress and pressure and reducing productivity. Maintaining our priorities is one of the keys to success and balancing time between study, job, family and friends, hobbies etc.


[bookmark: _Hlk120827712]Time Management and Students
According to (Cottrell, 2019), Time management is equal to study success. The more hours you spend researching and analysing your topic and preparing for assignments and exams, the chances to do it better and well-done raising. Nevertheless, besides studying, personal time management has a crucial role, such as enough time for sleeping and rest, food, family and friends; the lack of these ‘basics’ can affect our professional life. 
If students find a balance to right manage and organise time, they will have more time left for themselves and will reduce stress situation. For example, go on an assignment to the last moment without pressure and worries. They often leave their schoolwork for later, self-deluding thoughts like “I have enough time”, “I can do it tomorrow”, or underestimation. They think their assignment is easy and can be done in a day. As a result, they can be late for the deadlines or even if the project has been sent on time, doing it at the last moment causes stress and pressure and most likely will affect the quality of their work. 
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What did the students say?
“My advice to other students would be ‘Don’t have your treats before you get down to work. Do the study first or else it’s much harder to make yourself do it!’” (Cottrell, 2019, p. 126).
“Social media is my downfall! I can’t help feeling I am missing something important if I don’t keep checking. On good days, I set myself times to check, and I get so much done!” (Cottrell, 2019, p. 126).



Priorities

By creating and following an organising system for our work or activities, prioritising what is urgent, what can wait, and what is most important.

How to prioritise?   
	1. Urgent and important
	2. Not urgent but important

	3. Not important but urgent
	4. Not urgent and not important



Using a To-Do list with the proper order of our activities can help to improve time management! 
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  According to (Cottrell, 2019). Good students use planners and diaries to keep time management on a track, and at the end of the week, they can have an overview of their work.
In the planner, information about studies and assignments can be added. Also, a personal diary can help make work more organised. Thus, the students can make it effortless without remembering everything, risking forgetting something important. In the same way, it is crucial to use the planner to keep up to date by using it every day and writing down every upcoming activity. It’s also important to highlight the most important and urgent tasks and make them visible! 

Tips:
1. Differentiate short and long-term plans in your planner.
2. Put only tasks that you can complete.
3. Evaluate approximately the time you might need to complete your tasks.

Planning is essential but spending too much time organising our schedule is time-wasting, so balance is important. Organisation is different from good time management; I plan and schedule, but sometimes I waste time making a “To-Do” list and overthinking how to arrange everything. The result is a need for more time that I don’t have. For better quality of our study work as a student, I believe that investing enough time for studying, having breaks and following some consistency can build harmony between personal and professional life, optimising our productivity.

[bookmark: _Hlk120827903]Manage distraction, procrastination and time-wasting

Personal mindset, for students, is hard to keep motivation, to sit down and study. Procrastination is often one of the reasons for poor time management. When we have some extra time until the assignment automatically skips days with the belief that we have enough time until the submission day. Distractions influence our time; everyone has a different level of concentration and volition. Some students work smoothly without interruption, while others waste precious time because of a lack of concentration, distracted by phone calls, background noise or spending time browsing social media, texting and even doing household chores. As a student who struggles with keeping attention while studying the “endless cups of coffee” student (Cottrell, 2019, p. 145). 

Study mindset advises
· Study environment depends on your personal preferences quiet home atmosphere or outside, music in the background, on your own or surrounded by family and friends. Find what works best for you.
· Take breaks, but don’t make them too long during studying, especially when you lack concentration. You can use a timer to remind yourself that it is time to continue.
· Schedule your tasks in priority and importance order and highlight the most urgent things.
· Motivation, keep a positive attitude even if you struggle or progress slowly; keep going. Your patience and effort will pay you back. Don’t give up.
· Multitasking, avoid them when possible. Doing too many things simultaneously requires experience, confidence and knowledge. If you are unsure of your capabilities, accept only tasks you can handle. 

According to (Cottrell, 2019). The first ten to fifteen minutes when you get down to study are crucial and can help you get stuck with your task with a good start.
That makes sense. It is the same as when you woke up in a good mood, which makes your day and keeps you in a positive mood. Nevertheless, concentrate within the first few minutes when you try to study, keep distractions away, put your phone on silent mode, and focus on your assignments. 

Using time-saving strategies, nowadays, technologies are an integral part of our daily life. There are applications provided to schedule, organise, and manage your time, such as Evernote, Notion, etc. However, to save time from looking for notes, making an intelligent and straightforward planner highlights the keywords such as names, dates, time etc. 



CONCLUSION

It can be concluded that there is no right way for time management. A personal organisation can be influenced by external factors such as mental state, skills, motivation, underestimating the importance of tasks etc. Scheduling, making notes, and writing in a diary can help with arranging tasks and work and support students as a result of building a routine that will assist with self-growth and building discipline, consistency and responsibility, which are essential in a professional aspect.
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